POLICY DIRECTIVE
SICK LEAVE NOTIFICATION

Hereafter, it shall be the policy of the Town of Berwick to require all employees to make notification of use of sick leave benefits in the following manner: 
Employees shall make notification of their intended use of sick leave benefits at their earliest opportunity, but in no case shall any notification be made more than four (4) hours nor less than one-half (1/2) hour prior to the commencement of the shift to be missed - unless the shift to be missed is a scheduled, non-emergency medical or dental appointment, in which case the minimum notification shall be one (1) calendar week; - 
Employees shall make notification of their intended use of sick leave benefits to his/her immediate supervisor, if applicable; should the immediate supervisor be unavailable to the employee, the employee will be responsible to make said notification to the department head; should the department head be unavailable to the employee, the employee will be responsible to make said notification to the Town Manager; - 
Employees shall make notification of their intended use of sick leave benefits directly to the individual(s) listed above. It shall be unacceptable for any other person to make said notification on behalf of an employee - this restriction will include spouses, significant others, parents, children, or any other 3rd party - unless one of the following circumstances occurs: 
· The employee or any member of the immediate family is hospitalized; 
· The employee or any member of the immediate family is brought to a medical care provider for emergency medical attention; or 
· The employee is rendered unconscious In any case where a 3rd party makes notification on behalf of an employee, it shall be the responsibility of the employee to ensure that written confirmation of the circumstances which precipitated the 3rd party notification is provided to the Town; - 
Exceptions to any of the provisions of this policy may be provided only by the Town Manager 
This Policy Directive was adopted on the 23rd day of July, 1996, by the Berwick Board of Selectmen. It was again reviewed and re-adopted by the Board of Selectmen this 18th day of November 2008.
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